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New Hires

Jack
Hauptman
Information.
Jack
Seymour
&
Schapps
Accounting.

Technical
joins the
where
he

Manager
Technical
Institute
from Blander
worked
as Director of

Orlando Ross - Accounting Clerk - General Accounting.
Orlando was previously employed by Marine Midland Bank
where he worked as a Legal Clerk.

Staff
Anniversaries

Congratulations
to
the
following
staff
members
last week celebrated various
anniversaries with
Institute.

who
the

Anniversary

Nick Fiore
Debbie Massetti

Don't Let
Carefree
Fun Lead
To Careless
Acts

The Tax Adviser
Executive

Public health officials
to ... summer injuries.

say

summer

8th
8th

fun too

often

leads

Accidents caused by carelessness are common, including
minor cuts to broken bones.
After accidents, watch
for these sunny summer scrapes:
o Burns:
Sunburn is a famous
summer malady,
but
adults get medical attention for other kinds too.
Lighting fluid for grills and campfires
is one
cause,
improper use of gasoline in power mowers
and other equipment is another.
o Sports
Injuries:
Strains
and
sprains
are
seen
more in people who don't take time to get in proper
condition.
Take it easy in sports if you aren't
sure you are in shape for them.
It's important
to be well versed in the sport before exerting
yourself.

o Motorcycle and bicycle injuries:
Protect yourself
by wearing a helmet.
You might be a good rider,
but a bad pot hole or a bad driver can bring you
down.
o Heat stroke:
Avoid long exposure to sunlight on
hot days, and be sure to maintain body fluid levels
by drinking plenty of water.
o Pet bites:
Even a
is hot or thirsty.
animal with care.

docile animal will snap if it
Always approach an unfamiliar
—---------------------------- -

Reporting
Absences

Unexpected absences can, at times, have a disruptive
effect
on a department's
efficient
operation.
To
minimize any potential problems, the Institute's policy
requires an employee to notify his/her supervisor of
the absence as soon as possible but no later than one
hour within starting time.
If the immediate supervisor
is unavailable the next higher level of authority must
be notified. Prompt notification is especially important
when an absence due to illness or injury is expected
to exceed or has exceeded 5 consecutive days.
At that
time, the employee may be eligible for short term
disability benefits provided by our Salary Continuance
Plan.
This applies to all absences exceeding 5 days,
even if the employee has sick days accrued under our
policy prior to 8/1/84.

It is the responsibility of the employee and the
supervisor to notify Human Resources immediately so
that the necessary forms can be mailed for completion
by the employee and the physician.
Failure to provide
proper documentation for a disability absence will
result in a delay in payment and possible denial of
benefits.
If you have any questions, please contact Joanne Pounder,
Benefits Manager, on x6204.
Monitoring
Absences

Our sick leave policy is designed to provide extended
coverage for those with long term disability and to
accommodate a limited amount of incidental sick time.
However, our benefits program does not cover an unlimited
number of incidental absences even if they are for
sound and medically documented reasons.
If an employee's absences are frequent the supervisor
should review the employee's
attendance
record
to
determine what action, if any, should be taken.

Some appropriate measures
include:

to

correct

frequent

absences

o discussing the excessive absences with the employee

o explaining to the employee the impact of his/her
absences on the work production as well as on other
staff members
o requesting that effort be made to improve attendance
o putting the employee on notice that future absences
may not be paid
o documentation to the employee regarding the problem
and indicating the alternatives if no improvement
is made.

If a supervisor is unclear as to whether or not action
should be taken, you are encouraged to contact Pat
Duane,
Manager-Human
Resources,
on
x6203
for
assistance.

